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Chapter 1:

What isthe
Virtual
Gateway?

Introduction and Overview to the Virtual
Gateway

The Virtual Gateway is a single point on the Internet for accessing
Health and Human Services programs and services. The ultimate
goal of the Virtual Gateway is to streamline service access and
coordinate service delivery. It serves three important groups:

e (Consumers
e Service provider staff
e Internal Health and Human Services staff

The Virtual Gateway uses open architecture to allow business
components to be plugged into the base infrastructure. Major
releases are planned each year to continue to improve and expand
services under the Virtual Gateway.

Currently, the Virtual Gateway offers:

e Application Inbox: An online inbox tool which serves as a
container for applications and inquiries belonging to
programs or agencies that do not accept an electronic transfer
from the Virtual Gateway Common Intake at this point in
time. The Application Inbox tool provides access to
applications that need to be processed by the receiving
agency. (Login Required.)

e Catalog: An online catalog with descriptions of several of the
most widely used programs in Health and Human Services.

e Screening & Referral: A short online survey for consumers
and providers to determine potential eligibility for select
EOHHS programs. Multiple services can be assessed at the
same time.

e Intake: A single, online data collection tool for registered
providers to create applications for multiple EOHHS
programs on behalf of clients. (Login required.)

e Transitional Assistance Gateway: An online inquiry tool for
registered agencies to view secure case management
information for various transitional assistance programs,
including Food Stamps, financial assistance, and homeless
services. (Login required).

e Manage Provider Data: An online service that gives
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Purchase of Service (POS) providers a single place to view,
upload and edit information commonly requested by Health
and Human Services agencies. The service also provides
EOHHS agencies with a single place to view provider
information. (Login required).

e Service & Transition Planning: An online tool for
registered EOHHS staff and providers to support
collaborative treatment planning and referral services for
certain children served by EOHHS. (Login required).

e American Sign Language (ASL) Interpreter/Computer
Assisted Realtime Translation (CART) Referral Services:
An online service for service providers to request ASL
interpreter or CART services on behalf of consumers; for
ASL interpreters and CART reporters to post availability
schedules, review and apply for open jobs. (Login required)

e Over time, users of the Virtual Gateway will have access to
more EOHHS business services, including:

o Licensing: An entry point for providers to apply for
and renew licenses, submit credentials and receive
approvals.

o Invoicing: Submit invoices and medical claims to
EOHHS.

o Electronic Payments: Track processing of an invoice
or claim, including direct deposit and remittance
advice.

Page 2 Purchase of Service (POS) Provider Data Management Agency User Manual November 16, 2005
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Chapter 2:

Overview

Accessing
PDM through
the Virtual
Gateway

Getting Started

This chapter provides information about the following topics:

e Accessing Provider Data Management (PDM) through the
Virtual Gateway as Agency Staff.

e Password Management

e Navigation Basics

Step Action

1 |Open an Internet Explorer session.

2 | Type Web address www.mass.gov/eohhs in browser.

Result: Health and Human Services portal page
appears.

Click the Government tab at the top of the page.

Result: Health and Human Services portal page
appears.

Tip: You can also access the Government Online
Services page by clicking the Manage Provider Data
link.

Health and Human Services Mass.

—aall
CONSUMERS | PROVIDERS | RESEARCHERS | GOVERNMENT [ |

Mass.Gav Home FStste Agencies » State Online Services|

B secretary Timothy R Murphy Bl Online Services

" Service Catalog [ Manage Provider Deta I

Health & Human Semices -

Secretary hurph
k. ielcomes You to EOHHS

[El select an agen:
Executive Office of Health
and Human Services
> Office of Medicaid
(MassHealn)
> Office of Children, Youth, and
Famil

> Otfice of Dissbilties and
Community Services

> Qffice of Health Services

> Department of Eler Affairs

ELEVATED

Bl kevResources

®  Sereening and Referral

" Intake Planning

= Iranstionsl Assistance " Siun Languaie Interpreter
G Services

*  Community Resources

Mare...

GATEWAY

Health & Human Services
Vocational Rehabilitation

Helps People with Disabilities Achieve
During the last two years, over

W Program. With rehabilitated
: employee eamings of over $100
‘ Wy Million, Massachusetts receives
- retumns ranging from $14 to $18 far
B cach §1 invested

=

Bl news & Updates

- Hesith Alert; Mosauita
related iinesses

- R Facts ata Glance

* Romney Announces Federsl
Grart to Expand Yets
Cemetery

- Toll-Free Number to Expedte
Services to Katrina
Evacuees

- Massachusetts Department
O Public Heatth Reports
Addtional Human Caze of

e S 5,000 Commonwsalth citizens Eestern Equine Encephaltis
with digabilities have became
piore Y employed through the Public
B Homeland Security ?\ “ocational Rehabilitation
ational -

4:% Provider Services
Gateway

% & ENTER
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Step Action

4 Click the Access Business Services link.

Health and Human Services Ma”‘(r‘""’:;.

(nNsuMERs PROVIDERS | RESEARCHERS [ ]

FMass.Gov Home » State Agencies » State Online Services

——

Homs »

[E online Services

& B Health & Human Services
®  Celelog of Services ® Access Business ®  Screen for Elkil _
® Interprefer Referral Services O Tl e iR
Service OITreaor Fetess Galewer
*  Find Community Training m Careers
Resources = Community profies Health and Human Services
More...

Result: Virtual Gateway Business Services portal page
appears.

By accessing Provider Services, you will be brought to the Business
Services page for login. Security requires that each person have a
username and password.

Step Action

5 Enter your Username and Password in the Member
Login box, and then click the Submit button.

Health and Human Services Mass. o l

Business Services

WO 10 he Virual Gataway, & néw way 1o Access ReaMh and
PUmMan senice pICOrams in Massachusens theough 3 single
point &n th Indemat. Stating in July 2004, fiw anding 10615 wil b

f avallable to consumers and senice provders.

Catalog: An Grang catslog with descrigtions of several of the
s widely wsed programs in Health and Husman Senices
Screening & Referrak A shorl oriieg Survey for consumens and
- Roovders 1o deteming potential elgiilty for selest HHS
programs, Mulliple serdces can be assessed al e sarne me
Intake: & single, onlive data collection Yool for registered
prowders 1o create apolications for muMiple HHS programs on
behallof clients.

Login

Username |dadministrator
Password |

s |
Eciol a8 swing?

Important Notice
® The Vifual Gateway will be unavaiable far
Hhom ekl #00pm

Tha atve eaiine arsices 2re Svailabie o) Ty ToThmiseg prerams

4 s
. Chibdien's Medesal Suirity Plan &, Substanss Abuse (Calaley
. Heaithy Stn 404 Sesaanieg Only)
& Uncomaantsted Cate Pesl(SIMing B Woman, 18ants and Chadren
Oictebar 1, 2004) Mutran (W)

2. Childeare

3. Easy Intwrewntian (< atalag Ouy)

7. Woman's Heslh Nebesd

e cantact

r An online inguiny bool for registered agencies o view

SOCUNE CASH mARAgemEE] iFtonmation prodded by
Ciepanment of Trangitionsl Azgistance (Login required)

% arvy quastioas phasss co
the Vistual Gabevaay Hely Cesk at
1.800.471.0338
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Result: The post-login, Virtual Gateway Business Services portal
page appears.

Health and Human Services Mass.(;m/-%
=]
[EEE [ o[RS Ry ]
) Mass.Gov Home  ; State , State Online Services

Welcome DataEntry Administrator Last Update: September 19, 2005 10:57 AM

Virtual Gateway Business Services

e ERerer,

Catalog of Services
Provider Data Management - PO

Pasgword Management
Log Out

Important Notice
® The Vifual 6 ateway will be unavailale for
system maintenance on Thursday February
1d, 2005 from 5:00pm unfil 9:00pm
® Ifyou have any questions please contact
the Virtual Gateway Help Desk at
1.800.421.0938

Return to the HHS Home page

©2004 Commanuwealth of Massachusetts Home

Once logged in, you have access to the Virtual Gateway services.
To access PDM, click the Provider Data Management — PDM
link.

November 16, 2005 Purchase of Service (POS) Provider Data Management Agency User Manual Page 5
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Password Password Policy Rules:
M anagement
e The user will be assigned an ID and temporary password
sent through e-mail by the Virtual Gateway help desk
e The user must change their password after first log in
e The password must be between 8 and 12 characters and at
least 1 alpha character and at least 1 numeric character
e The password is case sensitive
e Users will be automatically logged out of the system after
60 minutes of inactivity
Note: Please feel free to contact our Virtual Gateway Help Desk
atl1-800-421--0938, if you have any problems logging on or if you
need to reset your password.
Once you log in, you can change your password.
Follow these steps to change your password.
Step Action
1 After log in, click the Password Management link.
Result: The Change Password popup window appears.
H Change Password
Password should have 8 to 12 characters, and contain at least
one alpha and one numeric character.
New Passworil:
New Password {confirm}:
[ Submit ] [ Close ]
2 Type new password twice.
3 Click Submit.
4 Click Close.
Page 6 Purchase of Service (POS) Provider Data Management Agency User Manual November 16, 2005
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Navigation .

Basic?s Breadcrumbs are a roadmap of how you navigated from one place to
the next in PDM. They provide you with a map of where you started,
the next step in that workflow, and what page you are currently
working on.

The following is an example of a breadcrumb.
Business Functions = Provider Summary Infarmation
Using the hyperlinks provided allows you to navigate to other pages
within PDM.
Health and Human Services Mass. /- ‘-"':‘n
[ consurers [ provioers [ mesearcuers [[ covernwent [
Mass.Gov Home b State Agencies » State Online Services
B Provider Dats Management Test Organization
* Links to Relsted Information “ Agency Business Functions
© Zearch for a Provider
R *f View Information Summary ® Other Business Services
— " General Information Detail " Analyze Data about Multiple Providers
H " EOHHS Services Taxonomy "  Links to Related Information
3 " Provider Contract Summary:
Hyperllnks " Provider Gualification
+ PDM Howto Demos " Financial Messures
© ok Aids " Required Forms and Documents
' :?80305-:];1’?;;8 View Information Summary: Summary information about a single Purchase of
Service (POS) Prowider that can be viewed on a single page with the option to link
to rmore in depth information such as general contact infarmation, provider
addresses, serices provided to the Cormmonwealth and required docurments on file
with provider data management.
Analyze Data about Multiple Providers: Perform ad hoc analysis on one or
many providers using Commonwealth Information Warehouse and Operational
Services Division (O5D0) Uniform Financial Reports (UFR) Data. In order to use this
semvice, users must be working from a computer on the state netwark or using a
state wirtual private network (vFM) account. For login or access problems please
contact the “irtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link:
warehouse.ehs.state.ma.us A separate login s required for this serdce.
Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commorwealth business
processes and procedures.
@200S5 Commonwaalth of Massachusatts
Navigating to other pages to view more detailed information about a
provider can also be performed by using the Go To Details link
available on the Provider Summary Information page.
Executive Contacts Go To Details...
CEQExecutive Director: Jog Smith Chief Financial Officer: Jane ¥ "ith
Phone Number: 617-222-1234 Phone Number: 617-222-123
Hire Date: 15172003 Hire Date: 5/23/2002
November 16, 2005 Purchase of Service (POS) Provider Data Management Agency User Manual Page 7
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Error Messages Error Messages will appear on the page. You will be prompted to

correct answers until all the required fields have valid entries.

Health and Human Services Mass. o=

=Ll
|| consumers || ProviDERs ([ REsEarcHERs [ moveERNMENT [

Mass. Gov Home F State Agencies » State Qnline Service

H Provider Data Management Select Provider

* Links tn Related information 4BCDEEGHIJKLMNOEOQRSETUNY W XY Z
- Bt

H Help Desk and Training

Search Provider
= User Manusl

- FAQs

* PDM Howe-to-Demas FEIM # |99999

= Phone Mumber ) I

1-800-421-0938

Please try again. There were no providers per your selection.

Help Desk and

- Having trouble with navigating and procedures within PDM or
Traning

understanding business process behind the procedure? This section
describes how to get help right from within PDM.

The following is a sample of PDM’s help section which links to the
Training and Assistance Materials page accessible through the
Virtual Gateway. The Virtual Gateway help desk phone number is
also provided below.

H Help Desk and Training

U=ser Manual

Eocs

PO Hovwy-to-Diemas
Job Ajds

Phione Mumber
1-800-421-0935

Page 8 Purchase of Service (POS) Provider Data Management Agency User Manual November 16, 2005
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OnlineHelp
Links

You can use these page links to navigate and view help information.

Function Action
To view PDM User Manual Click the User Manual link.
Information Result: The Provider Data

Management Training and
Assistance Materials page
appears.

To view a list of Frequently
Asked Questions (FAQs) about
PDM Business Services and
related topics

Click the FAQs link.

Result: The Frequently Asked
Questions page appears.

To view movie demonstrations
of how to navigate PDM
Business Services

Click the PDM How-to Demos
link.

Result: The Provider Data
Management Training and
Assistance Materials page
appears, scroll to bottom of the

page.

To view a list of Job Aids

Click the Job Aids link.

Result: The Provider Data
Management Training and
Assistance Materials page
appears.

November 16, 2005
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Chapter 3: Purchase of Service (POS) Provider Data

I ntroduction

Overview

Agency
Benefits

Management

Welcome to the Provider Data Management Business Service
(PDM).

PDM Business Service is web-based, secretariat wide service, where
Purchase of Service providers will be able to store standard forms
and documents, view contract information, maintain and update their
organizational profile and view the pre-populated financial
assessment measures.

The PDM Business Service is intended to serve as a well-organized,
user-friendly, easily navigated “filing system” of provider data.

It is important to note that the application requires both web-based
data entry and population of the PDM data from external source
systems.

It will store basic organizational information, standard completed
forms and applications either completed on-line in PDM or in other
source systems, such as the Uniform Financial Report (UFR)
website, and the Commonwealth Information Warehouse (CIW).

Weekly data pulls from NewMMARS, the Commonwealth’s
financial and accounting system, will maintain current contract
encumbrance and expenditure data for each provider. Hyperlinks to
other Commonwealth websites, such as the Corporations Division of
the Secretary of State’s Office (SEC), and Operational Services
Division (OSD), and the Office of the State Comptroller (OSC) will
permit easy access of general information for all users of PDM.

Provider benefits will include:

e Easy access to provider data that normally would have been
collected through many different sources

e The ability to query the PDM service to produce reports by
selecting data elements from one or more provider records for
comparative analysis

November 16, 2005
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ﬁey tionalit There are three main business functions to the PDM workflow. These
unctionality business functions include:
e View data

e Perform ad hoc reporting on one or more providers using the
Enterprise Reporting Tool

e Update data

Xardget While the PDM Service focuses on three key business functions,
udience some functions are unavailable depending on your role. PDM
focuses on the following four roles:

e All Providers will be able to view information.

e Some Providers will be able to update information
(depending on access level).

e State Agencies will be able view and print standard reports
and create ad hoc reports.

e EOHHS Provider Qualification Staff will have the capacity to
post the provider Qualification Status, Corrective Measures,
Surplus Revenue Retention (SRR) Summary, and General
Comments entered by EOHHS Provider Qualification and
Audit (PQ&A) Unit.

Page 12 Purchase of Service (POS) Provider Data Management Agency User Manual November 16, 2005
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Chapter 4: Search for a POS Provider

I ntroduction You can use the Search page to select or search for a POS Provider,

or click the Enterprise Reporting Service link to compare
information about one or more providers.

Tip: The Search page gives you three options: select using the
Provider’s first initial, or search by FEIN or provider name. You can
enter either a partial or an entire FEIN/TIN or Name.

Sear ch Page The following is an example of the Search page.

Health and Human Services Mass. /. #;i]}

| CONSUMERS | PROVIDERS | RESEARCHERS | GOVERNMENT [ |

¥ Mass.Gov Home » State Agencies » State Online Services

“ Provider Data Management Select Provider

* UnkstoFeledinforngion A B C DEEGHIJKLMMNOPRPQREIUY WXYIZ
+ Extt

n Help Desk and Training

Search Provider
© User Manusl

* FAGs
* PDM How to Demas FEIM #
Job Aids

* Phone Mumber Narme: I l:l

1-800-421-0933

Report on Data from Multiple Providers

« Enterprise Reporting

Agency staff has access to the Enterprize Reporting Service which enables ad hoc
analysis on one or many providers using Commonwealth Information YWarehouse and
Operational Serices Division (030) Unifarm Financial Reports (UFR) Data. In order to use
thiz service, users must be warking from a computer on the state network or uging a state
virtual private network (PR} account. For login or access problems please contact the
“irtual Gateway Help Desk and they will refer you to the appropriate resource. To access
the Cognos directly please book mark the following link: warehouse. ehs. state. ma.ug

November 16, 2005 Purchase of Service (POS) Provider Data Management Agency User Manual Page 13
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Search for a .
. Follow th teps to select h for a POS P .
POS Provider ollow these steps to select or search for a POS Provider
Step Action
1 |To select a Provider, click the letter that corresponds to
that particular Provider.
Result: POS Provider links appear with this first initial
letter.
OR
To search for a Provider type the Providers FEIN/TIN,
or Name. Click GO.
Result: POS Provider links appear with this first initial
letter.
2 |Click the POS Provider link.
Result: The Agency Business Functions page appears.
Page 14 Purchase of Service (POS) Provider Data Management Agency User Manual November 16, 2005
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Chapter 5: Viewing Agency Business Functions

I ntroduction From the Agency Business Functions page, you can access additional

PDM pages where you can:
e View a quick summary of information on the selected
provider

e View more detailed information about the provider including:
o EOHHS Service Taxonomy
o Contract Summary
o Qualification Data
o Financial Measures
o Required Forms and Documents

e Update Provider Qualification Data

e Access Enterprise Reporting Service to view standard reports
or create ad hoc reports on one or more providers

e View a list of links to other related information

e Exit PDM

Important: The Agency Business Functions pages view varies
depending on the user’s role.

Users with a view role can access links to view information.

Users with an update role can access links to view and update
information.

November 16, 2005 Purchase of Service (POS) Provider Data Management Agency User Manual Page 15
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Viewing Agency
Business
Functions Page
(View Role)

The following is an example of the Agency Business Functions
page (view role).

Health and Human Services Mass.@%r~l'%—

[l
| consumers || proviDERs || REsEArcHERs ([ soverwMenT [

b Mass.Gov Home F State Agencies » State Onling Services

. Provider Data Management Test Drganization
Links to Relsted Information . Agency Business Functions
Search for & Provider
Euit " View Information Summary " Other Business Services
o = General Information Detail " Analyze Data about Multiple Providsrs
. Helo Desk and Training ® EQHHS Services Taxonomy " Links to Related Information
« User Manual " Provider Contract Summary
Fios " Provider Gualification
FDM How-to-Demos ® Financisl Measures
Job Aids " Bequired Forms and Documents

Phone Mumber . . . .
1-800-421-0938 View Information Summary: Surnmary information about a single Purchase of

Serice (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, serices provided to the Commonwealth and reguired documents on file
with provider data management.

Analyze Data about Multiple Providers: Perforr ad hoc analysis on one or
many providers using Cormmaonwealth Information YWarehouse and Operational
Senices Dikvision (Q30) Uniform Financial Reports (UFR) Data. In order to use this
senvice, users must be working from a computer on the state network or using a
state virtual private network (PN} account. For login or access problems please
contact the Yirtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link:
warehouse.ehs.state.ma.us A separate login is required for this service.

Links to Related Information: Select from a cormprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures.

@®2005 Cornrmonwealth of Mazzachuszatts
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Viewing Agency
Business
Functions Page

The following is an example of the Agency Business Functions
page (Provider Qualification Staff).

Health and Human Services Mass-{ff‘*"ﬁ‘-,
=1 | i
[ consumers [[ provivens [[ researchers [ soversment [Z
b Mass.Gov Home » State Agencies » State Online Services
[ Provider Data Management Test Drganization

Links to Relsted Intormation [E] Provider gualification Unit Business

E‘j:mh for & Pravider * View Information Summary ® Provider Qualification

o ® General Information Detail " Gwalification Detsil

. Help Desk and Training " EOQOHHS Setvices Taxonomy

User hanual " Provider Contract Summary " QOther Business Services

EiGs " Brovider Qualification = Analyze Data about Muttiple Providers

POM Howy-tn-Demns " Hinancial Measures *  Links to Relsted Information

Job fids ® Required Forms and Documents

Phone Mumber . 0

1-800-421-0938 View Information Summary: Summary inforrmation ahout 2 single EOHHS
Pravider that can be viewed on a single page or click on the detall pages for more
in depth information
Provider Qualification: “/iew and Update information pertaining to an EOHHES
Frovider's qualification status as well as infarmation subritted by the Provider
Cualification Unit.
Analyze Data about Multiple Providers Perform ad hoc analysis on one or
many providers using Cormmaonwealth Information YWarehouse and Operational
Senices Dikvision (Q30) Uniform Financial Reports (UFR) Data. In order to use this
senvice, users must be working from a computer on the state network or using a
state virtual private network (vPN) account. For login or access problems please
contact the Yirtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link:
warehouse. ehs. state. ra.us A separate login is required for this service.
Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commaonwealth business
processes and procedures.
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g\gerlcy The following table lists the functions and actions of the Agency
us n_ess Business Functions page.
Functions
(View Role) From this page, you can navigate to view Provider information.
Function Action
TO view a gulck summary of Click the View Information
important information about a S link
; ummary link.
Provider
Result: The Provider Summary
Information page appears.
To view cgntact aqd general Click the General Information
corporate information Detail link
Result: The General
Information Detail page
appears.
To view 1nformat10n on Click the EOHHS Services
available services, both T .
axonomy link.
contracted and non-contracted
through EOHHS Result: The Services Provided
Detail page appears.
To view a Provider’s Contract Click the Provider Contract
information S .
ummary link.
Result: The POS Provider
Contract Detail page appears.
To view a Provider’s Click the Provider
Qualification information Qualification link
Result: The Provider
Qualification Detail page
appears.
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Agency
Business
Functions
(View Role)

Function

Action

To view Financial Measures and
the Uniform Financial Report
(UFR) filing status

Click the Financial Measures
link.

Result: The Detail Financial
Measures page appears.

To View Required Forms and
Documents

Click the Required Forms and
Documents link.

Result: The View Required
Forms and Documents page
appears.

To Perform Ad hoc analysis on
one or more providers using
CIW and UFR Data

Click the Analyze Data about
Multiple Providers link under
Other Business Services bullet.

Result: Enterprise Welcome
screen appears.

To view a comprehensive list of
related information

Click the Links to Related
Information link under Other
Business Services.

Result: The Related Links page
appears.

To Search for a Provider

Click the Search for a Provider
link located at the top left corner
of the page under >Provider
Data Management.

Result: The Search page
appears.

To exit PDM

Click the Exit link located at the
top left corner of the page under
>Provider Data Management.

Result: The PDM window closes.
The user remains logged into the
Virtual Gateway Business
Services.
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Age_ncy You can use this function to navigate to update provider information.

Business

Functions

(Update Role) Function Action

dTOt update Provider Qualification Click Qualification Detail link
atd under Provider Qualification
bullet.
Result: The Provider
Qualification Update page
appears.
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Chapter 6: Viewing Provider Data Management
Information

Overview PDM allows you to view information in two ways:

e View summary information

e Access more detailed information with links to other pages

Note: The majority of the data for Provider Data Management
Business Services is sourced from Commonwealth Information
Warehouse (CIW), OSD UFR database, and the remaining
information is submitted by the providers.

Introduction Use the Provider Summary I nformation page to view the

following summary information about a Provider.

Contact Information

Executive Contacts

General Corporate Information

Services Provided to Commonwealth
Provider’'s EOHHS POS Contract Summary
Provider’s Commonwealth Revenue
Provider Qualification

Financia Measures

Required Forms and Documents on File
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Provider
Summary
Information
Page

Access the Provider Summary Information page by clicking the
View Information Summary link from the Business Functions

page.

The following is an example of the Provider Summary
Information page.

[ Provider Data Management Business Functions » Provider Qualification Detail
Links to Related information
::_:m“'”w Test Organization Provider Qualification Detail
- Provider Qualification
L3 bt oo Wt Principal Purchasing Agency : DPH
User Manual Qualification Status: ARA and CAP
EAGs Last Fiscal Year Reviewed: 2004
PO Hovy-to-Demos
Job Aids Date Qualification Status Last Updated: 11022005
Phaone Nutmier Date of Next Required Qualification Review: 11/15/2005
1-800-421-0938 Comments:
Submitted By: Cualifications Administrator 110272005
FY05 Review PS Reguired
Corrective Measures Based on Independent CPA Audit Findings:
Auditor's Opinion: Gualified
Audit Resolution Agn (ARA) Findings: Internal Control
ARA Corrective Action Status: Approved
ARA Corrective Action Due Date: 01/25/0013
Approval Date: 06/30/2005
Comments:
Submitted By: John Doe 10/24/2005
Mo Cost Allacation Plan
CAP Corrective Action Status: Approved
CAP Corrective Action Due Date: 06/20/2005
Approval Date: 06/30,/2005
Comments:
Submitted By: John Doe 10/24/2005
Expenses Excesd Revenues
Corrective Measures Based on Office of the State Auditor{054)
Audit Resolution Agn (ARA) Findings: Internal Control
ARA Corrective Action Status: Approved
ARA Corrective Action Due Date: 07/25/2005
Approval Date: 07/30/2005
Comments:
Submitted By: John Doe 10/24/2005
$35 000 in Disallowed Program Costs
Corrective Measures Based on EOHHS Financial Reviews
Audit Resolution Agn (ARA) Findings: Compliance
ARA Corrective Action Status: Approved
ARA Corrective Action Due Date: 03/15/2005
Approval Date: N/A
Comments:
Submitted By: John Dae 10/24/2005
Mo Management Time Allocation Timeshests
Surplus R R ion (SRR) § ¥ FYE: N/A
Liability Based on Annual SRR 3% Limit: M/A
Liability Based on Cummulative SRR Policy 20% Rule: N
Date of Agency/Provider Agreement: 10/22/2005
Comments:
Submitted By: John Doe 102472005
Semice Agreement Dated 10/1505
General Comments Entered by EOHHS Provider Qualification Unit
Comments:
Submitted By: John Doe 10/24/2005
Werify Services Provided by 08/30/06
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Provider
Information
Summary
Functions

Executive Office of Health and Human Services ;; 'a

Y ou can use the following links to navigate to more detailed
information for a POS Provider’ s organization.

Tip: After viewing information on additional PDM pages, click the
browser Back button to return to the Provider Summary

Information page.

Function

Action

To view the POS Provider’s
Alternate Mailing address

Click Link to Alternate
Addresses.

Result: The General Information
Detail page appears.

To e-mail the Provider PDM
contact

Click the Provider PDM Contact
e-mail address located within the
Contact Information section of

the page.

Result: A blank Outlook e-mail
message page appears.

To view more information about
mission statement and corporate
description

At the end of the paragraph, click
(More...).

Result: The General
Information Detail page appears.

To view more information about
services provided

Next to the Services Provided to
the Commonwealth heading,
click Go To Details....

Result: The Other Services
Provided Detail page appears.

To view more information about
contracts

Next to the Provider’sEOHHS
POS Contract Summary
heading, click Go To Details....

Result: The POS Provider
Contract Detail page appears.
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Executive Office of Health and Human Services Commonwealth of Massachusetts
Provider
Information Function Action
Summary
Functions To view more information about | Next to the Provider
(Continued) the provider’s qualifications Qualification heading, click Go
To Details...

Result: The Provider
Qualification Detail page
appears.

. . . Click the Financial Measures
To view more information about

Financial Measures and the link.
Uniform Financial Report (UFR) | Result: The Detail Financial
filing status Measures page appears.

To view submitted UFR from Click the following link:

the OSD website https://ufr.osd.state.ma.us/home.a
Sp

To view information from the Click the following link:

MassFinance website http://www.massfinance.state.ma.
us

To view a specific form on file |Next to the Required Formsand
Documents on File heading,
click Go To Details...

Result: The View Required
Forms and Documents page
appears.

To return to the top of the page | Click the Top link.

Click the Business Functions

T t to the Busi .
© FEUTN 0 the BUSINEss link located at the top of the page.

Functions page
Business Functions = Provider Summary Infarmation
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Viewing Use the General Information Detail page to view the following
General . information about a Provider.
I nfor mation
Detail e Corporate Contact Information
e Provider's PDM Contact
e Executive Contacts
e General Corporate Information
o Mission Statement
o Corporate Description
ﬁ]?gfrn?;tion Access the General Information Detail page by clicking the
. General Information Detail link from the Business Functions
Detail Page

page.

The following is an example of the General Information Detail
page.

Health and Human Services Mass. /o =

| consumers [[ provipERs [ REsEaRCHERS || covERNmENT [FEEEEEEEE

b Mass.Goy Home b Stabe Agencies » State Online Services
Business Functions > General Infarmation Detail

Movember 1

E Provicler Data Mansgement

Link= to Related Information

Bt Test Organization General Information Detail

H Provider Profile
Corporate Contact Information Last Updated: 11/01/2005

TIN/FEIN: 042632217

Corporate Contact
Provider PDM's Contact
Executive Contact

Corporate Information

Upclate: Profile

ﬂ Help Desk and Training

= User Manual
Eas
POhd Howe-to-Demos
Job Aicks

Phone Mumber
1-800-421-0933

Primary Billing

950 CAMBRIDGE STREET

CAMBRIDGE, MA 02141 USA

Phone: MAA

Sourced from Gy
Provider's PDM Contact

Ted Raining
lin.chengf@@state. ma.us

Executive Contacts

Current CEQ/Executive Director

Mary Ann

Phone: (321) 321-1234 ¥12345

Hire Date: 10/10/2002
General Corporate Information

Mission Statement

Test Organization is a privately

multitude of serices to adults, teens, and youths with mental illness and physical
disabilities. Our ission is to help people improve their lives and quality of life.

Corporate Description

The Test Organization was founded in 1980, This organization thrives on mesting
everyday challenges and reaching goals to achieve future successes. Yve are
committed to providing guality services through management initiatives and a

dedicated staff.

Alternate Address
Address Line 1
Address Line 3
Enston, k& 02180
(51771 325-1110 x11
http: fdwrane. mass. goy
Enterad by Providers

Phone: (517) 891-7272 %12345
Fax ({17) 210-9950

Current Chief Financial Officer:
Joe Doenut

Phone: (517) 210-5666 %12345
Hire Date: 10/10//005

owned human services arganization providing a
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General

I nformation
Detail
Functions

Y ou can use the following links to navigate to more detailed
information for a POS Provider’ s organization.

Function Action

To view the Provider history Click the Provider’s name
information hyperlink.

Result: The Provider Audit Trail
page appears.

Click Back to return to the
General Information Detail
page.

To go to the Provider Click the Provider’ s website
Organization’ s website address |located within the
Corporate Contact section of the

page.

Result: Internet Explorer opens
to the Provider’ s website.

To e-mail the Provider PDM Click the Provider's PDM
Contact Contact e-mail address located
within the Provider’s PDM
Contact section of the page.

Result: A blank Outlook e-mail
message page appears.

To view CEO/Executive Click the CEO/Executive
Director hire information for the | Director link.

POS Provider'sorganizalion | peg it The CEO Audit Trail
page appears.

Click Back to return to the
General Information Detalil

page.
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General
Information
Detail
Functions
(Continued)

Viewing
EOHHS
Services
Taxonomy

To view Chief Financial Officer | Click the Chief Financial Officer
hire information for the POS link.

Provider's organization Result: The CFO Audit Trail
page appears.

Click Back to return to the
General Information Detalil
page.

Tip: To return to the Business Functions page, click the Business
Functionslink at the top of the page.

Use the Other Services Provided Detail page to view the following
information about a Provider.

e Current services contracted through EOHHS

e Other services offered by the Provider but not contracted through
EOHHS

Note: The current services provided data is sourced from the
contract information in Commonwealth Information Warehouse
(CIW). Information about services offered but not contracted
through EOHHS is entered by the provider. Refer to the Glossary of
Terms for the Services Taxonomy definitions.
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Services
Provided Detail
Page

Access the Other Services Provided Detail page by clicking the
EOHHS Services Taxonomy link from the Business Functions
page.

The following is an example of the Other Services Provided Detail
page.

Health and Human Services Mass.@'-m'

| consumers [ provipERs || RESEARCHERs || ovERNMENT [F

b Mass.Gov Home » State Agencies b+ State Online Services
[ Provider Data Management Business Functions= Other Services Provided Detail

Link= to Related Information
Bt Test Organization Other Services Provided Detail

Il elp Desk an Treiring Current Services Provided to EOHHS
- Lser Manual Activity (Program) Class
Fls Activity Code (Program Name)
POM Howy-to-Demos = Case Management or Care Coordination
Job Rids w DPH 3416 - HNGAIDS SUPPORT HOUSING
Phone Mumber AGTT - HIVAATDS Residentall Support Senvices
1-800-421-0338 = Clinical, Facility-based Setting
w DMH 3137 - FOOD SERVICES
= Comprehensive, Multi-Service Programs
« DMH 3043 - REAAS TREATMENT IN THE COMMUNITY
3037 - PROGRAM OF ASSERTIVE COMMUNITY TREATMENT
3086 - INDIVIOUAL SUPPORT
3059 - COMMUNTY REHABILITATIVE SUPFC
« MR 2207 - VOTATIONAL SERVICES
= Multi-level Programs
» DMH 3049 - ADULT RESIDENTIAL SERVICES
= Other transportation
« DR 3106 - TRANSPORTATION
= Outreach, Prevention, Public Education, Information/Referral
w DAH 3095 - CLIENT & COMMUNTTY EMPOWERMENT
= Primarily Clinical Treatment or Intervention
» DMH 3146 - COMPREHENSIVE PSYCH SERWVICES - CLINIG
w DMR 3170 - CLIMICAL TEAM
= Primarily Non-clinical Support, Counseling, or Intervention
« DMH 3034 - CLUBHOUSE SERWVICES
3037 - DAY REAABILITATION
« DME 3163 - COMMUMTY BASED DAY SUPPORTS
68 - EMPLOYMENT SUPPORTS
3176 - FAMILY SUPPORT
HET - F & EFCORE
3285 - DAY HABILITATION SUPPLEMENT
« MRC 22058 - EXTENDED EMPLOYIMENT
= Staffed Group Home or Specialized Home-based Setting
» DME 3150 - Placement Sendces
3183 - 24 HOUR RESIDENTIAL SERVICES
3153 - RESIDENTIAL SERVICES
HFT - INDIVIOUAL SUPPORT - MH
3182 - EMERGENTY RESIDENGE
3286 - COMMURNTY HASILITATION SUPPORT
« DMH -
= EHS SALR - POS Salaty Reserve

Other Services Offered - Not Contracted through EOHHS
Activity Type Activity Class
» Addiction Services Prevent or Treat Addiction
» Clinical, Faciity-based Setting
» Clinical, Facility-based Setting
» HomefApartment Based Setting
= HomefApartment Based Setting
» Multi-fevel prograrms
u Multi-level programs
= Prirarily Non-clinical, Facility-based Setting
» Staffed Group Home or Specialized Home-based Setting
= C icable Disease Pr tion and Control
» Disezse Surveillance

» Irmunization Surveys and Assessments
» Outhreak Control

= Partner Notfication
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\Filew_lgg Use the POS Provider Contract Detail page to view the following
roviaer information about the POS Provider’s contracts for the current fiscal
Contract year:
Summary '
e Activity Code
e Activity Name
e DoclID
e Object Code
e Annual Contract Amount
e Expended to Date
e Unexpended Amount
e Totals and Grand Totals for Annual Contract Amount,
Expended to Date and Unexpended Amount
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POS Provider
Contract Detail
Page

Access the POS Provider Contract Detail page by clicking the
Provider Contract Summary link from the Business Functions

page.

The following is an example of the POS Provider Contract Detail
page.

Health and Human Services Mass. /- =
=afl]
[ consurers [ provioers [ researcuers [[ covernent [
Mass Gov Home State Agencies State Online Services
Business Functions = POS Provider Contract Detail
Test Organization POS Provider Contract Detail
Agency: DMH
Activity, Object nnyal Expended |Unexpended
Code Activity Name Doc ID Code Contract IE Date Am':Junt
Amount
REHAB TREATMENT IN THE
2012 COMMUNITY SCOMHTTE0S002 1170000 M2 1,080,026 .62 204,077 10 £32,604.60
PROGRAM OF ASSERTIVE
3031 COMMUNITY TREATMENT SCOMHTTZ0S0030310000]  hM3 1.509.512.00 57.99547 1.421.518.50
3034 CLUBHOUSE SERWICES SCOMHGTTOS0061030000|  hihd3 784,636 88 183,280 78 36,366 06
Agency: DPH
i ; Annual
Activity, pm— N Ohject Contract | EXPended Unexpended
Code ivity Name oc Code ontra i [Maiis ",
Amount
3416 HIW/AIDS SUPPORT HOUSING  |SCDPHT72058020130000 | MMS 0.00 0.0 0.00
3416 HIW/AIDS SUPPORT HOUSING  |SCDPHT72058020240000 | MMS 0.00 0.0 0.00
3416 HIW/AIDS SUPPORT HOUSING  |SCDPHT72050LM0S10000| M3 0.00 0.0 0.0
4917 |HMAIDS Residentail Support Services [[NTF07TMMIG00614003 | M3 2596,53500|  727E9.05 247377600
Tatal 2,546,535.00 72,758.95| 2473,776.00
Agency: MRC
i ; Annual
Activity Activity N Doc ID Object Contract Expended (Unexpended
Code ivity Name oc Code ontra to Date Amount
Amount
2201 WOCATIONAL SERVICES SCMRCFTOTAON42430004  MO3 0.00 000 208,442 23
2205 EXTEMDED EMPLOYMENT SCMRECFTOTS0310060004  MO3 0.00 0.0 53,776 .45
2208 EXTEMDED EMPLOYMENT SCMREFTOTEOZ 10270000  MO3 0.00 0.00 13,600.00
Tatal 0.00 0.00 280,818.72
Grand Total 142,125,952.00 36,974 476.00| 51,098 260,00

Tip: To return to the Business Functions page, click the Business
Functions link located at the top of the page.
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Viewing
Provider
Qualification

Provider
Qualification
and Audit Unit
(PQ&A)

Use the Provider Qualification Detail page to view the following
results about the POS Provider’s qualifications:

Principal Purchasing Agent (PPA)
Qualification Status and Review dates
Corrective Measures based on:

o Independent Certified Pubic Accountant (CPA)
Audit Findings

o State Auditor’s Office (SAO) Audit Findings
o EOHHS Financial Reviews
Surplus Revenue Retention (SRR) Summary

General Comments entered by EOHHS Provider
Qualification and Audit (QP&A) Unit

The EOHHS Provider Qualification and Audit Unit (PQ&A):

Develops policies and procedures to qualify all providers and
eliminates the requirement for annual re-qualification
whenever possible.

Standardizes the Financial Assessment Measures and
establishes benchmarks. The Financial Assessment Measures,
which determine the financial stability of the provider, will be
populated from the Unified Financial Report (UFR) that is
filed annually by the provider to the Operational Services
Division (OSD).

Conducts onsite audit reviews of providers and coordinates
external audit report responses in conjunction with the
appropriate agencies.

Note: This unit is responsible for updating a provider’s qualification
status and entering comments about the provider using the Update
Provider Qualification page.
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Provider
Qualification
Detail Page

Access the Provider Qualification Detail page by clicking the
Provider Qualification link from the Business Functions page.

Important: These sections of the Provider Qualification Detail
page will be populated when the EOHHS Provider Qualification and
Audit (PQ&A) Unit completes the review process.

The following is an example of the Provider Qualification Detail
page.

B Frovider Data Business Functions = Provider Qualification Detail
= Links to Related Information
= Search for a Provider
- B

Test Organization Provider Qualification Detail

Provider Qualification

Principal Purchasing Agency = DPH
* Waer benugl Qualification Status: ARA and CAP

B Help Desk and Training

| Face Last Fiscal Year Reviewed: 2004
+ DM How-to-Demes o
. Job Aids Date Qualification Status Last Updated: 11/02/2005
+ Phone Mumber Date of Next Required Qualification Review: 11/15/2005
1-800-421-0938 Comments:
Submitted By: Qualifications Administrator 11/02/2005
FY05 Review PS5 Required
Corrective M Based on Independent CPA Audit Findings:

Auditor’s Opinion: Qualified

Audit Resolution Agreement (ARA) Findings: Intemal Contral

ARA Corrective Action Status: Approved

ARA Corrective Action Due Date: 01/250013

Approval Date: 06/30/2005

Comments:
Submitted By: John Do 10/24/2005
Mo Cost Allocation Plan

CAP Corrective Action Status: Approved
CAP Corrective Action Due Date: 06/20/2005
Approval Date: 06/30/2005
Comments:
Submitted By: John Doe 1072472005

Expenses Exceed Revenues

Corrective Measures Based on Office of the State Auditor{0SA)

Audit Resolution Agreement (ARA) Findings: Internal Control

ARA Corrective Action Status: Approved

ARA Corrective Action Due Date: 07/25/2005

Approval Date: 07/30/2005

Comments:
Submitted By: John Doe 10/24/2005
35,000 in Disallowed Program Costs

Corrective Measures Based on EOHHS Financial Reviews

Audit Resolution Agreement (ARA) Findings: Compliance

ARA Corrective Action Status: Approved

ARA Corrective Action Due Date: 09/15/2005

Approval Date: N/~

Comments:
Submitted By: John Doe 10/24/2005
Mo Managerment Time Allacation Timesheets

Surplus R Retention (SRR) S ¥ FYE: A

Liability Based on Annual SRR 5% Limit: N/&
Liability Based on Cummulative SRR Policy 20% Rule: N/A

Date of Agency/Provider Agreement: 10/22/2005

Comments:
Submitted By: John Doe 10/24£2006
Service Agreerent Dated 10/15/05

General Comments Entered by EOHHS Provider Qualification Unit

Comments:
Submitted By: John Doe 1072472005
Werify Services Provided by 08/30/08

Tip: To return to the Business Functions page, click the Business
Functions link located at the top of the page.
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Viewing . . . . .
. . The Financial Assessment Measures determines the financial stability
Financial :
of the provider.
M easur es

The EOHHS Provider Qualification and Audit (PQ&A) Unit
standardizes the Financial Assessment Measures and establishes
benchmarks.

The Financial Measures page is pre-populated from the Operational
Services Division (OSD) Unified Financial Report (UFR) on a
regular basis.

Detail Finandial Access the Detail Financial Measures page by clicking the

M easur es page . . . . .
pag Financial Measures link from the Business Functions page.
Health and Human Services Mass. (/- =
[ consuurs [ provioers [ researcuers [ soverment [
Mass.Gow Home » State Agencies » State Online Services
Bl Frovider Data Menagement Business Functions > Detail Financial Measures
* Links to Related Information
- Edt Test Organization Detail Financial Measures
B Help Dest and Training . ) )
Financial Measures from UFR Last Updated with OSD: N/A
* User Manual
- EAGs
* PDM How-to-Demos. Primary Ratios
* Job Ads
* Phone Humber
Threshold
1-800-421-09%8 N NEA MA | Variance
Current Ratio RA R7A T7A 1.0
Days in ¥Waorking Capital PA [N [N 100
Operating Margin TAA % TAA % A % =(8]%
Secondary Ratios
Threshold
(2 (2 [0 Variance
Total Margin TFA % A % MiA % =([E)%
Days= in Cash [N [N A 100
Days in Receivable [0S [0S AR S00
Days in Payshles A A R B0.0
Pl&ljsmsg;srm Deht to Met A A A
Operating Cash Flow ta
Current Liahilities i i e o
Uniform Financial Report (UFR)
Provider Fiscal Year End Date: NiA
Original Last
Submittal Date Updated
FY NiA UFR Filing Status [ (NI
FY MNiA UFR Filing Status (I (NI
FY NiA UFR Filing Status (I (NI
Link to OSD Website to View Submitted UFR: https:/uft.0sd.state. ma.us/home. as|
. . . . .
Tip: To return to the Business Functions page, click the Business
. .
Functions link located at the top of the page.
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Chapter 7: Updating Provider Qualification Information

Overview PDM allows the Provider Qualification Staff to update provider
qualification information, therefore reducing the amount of
paperwork and input required from providers.

Note: All fields can be audited by the Provider Qualification and
Audit (PQ&A) Unit.

Upda}t Ing. Use the Update Provider Qualifications to update data about a POS

Qualification Provid ot

data rovider organization.

You can edit the following information:
e Provider Qualification

e (Corrective Measures based on Independent CPA Audit
Findings

e Corrective Measures based on Office of the State Auditor
(OSA)

e Corrective Measures based on EOHHS Financial Reviews
e Surplus Revenue Retention (SRR) Summary

e General Comments entered by EOHHS Provider Qualification
and Audit (PQ&A) Unit

Accessing the To access the Update Provider Qualifications page from the

gpda_lfje Agency Business Functions page, click the Qualification Detail link
roviaer located under the Provider Qualification bullet.
Qualifications
Page Result: The Update Provider Qualifications page appears.
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Update
Provider
Qualifications
Page

The following is an example of the Update Provider Qualifications
page.

Health and Human Services Mass-@"“f"/:'

[ consurers [ provipers (| Researeers (| eovernmenT [

P Mass.Gov Home P State dgencies » State Online Services

Business Functions = Update Qualifications

Bl Frovider Data Management

= Links to Relsted Information
= Search for a Provider

- Esit Test Organization Update Provider Qualifications

Bl Help Desle and Training Provider Qualification

= User Manual
- FAGs Principal Purchasing Agency DPH -
" EDMHow-to-Demos Qualification Status: | ARA and CAP =
* ok Ads
-+ Phone Number Last Fiscal Year Reviewed: 2no4
Ll R Date Qualification Status Last Updated: 1/02/2008

TABZ005 | ppasorrerr

Date of Hext Required Qualification Review:

Comments:
" Delete Submitted By: Qualifications Adrministrator 11/02/2005
Comments: F¥05 Review PS Required
El
E

Corrective Measures Based on Independent CPA Audit Findings

Auditor's Opinion:

Audit Resolution Agr (ARA) Fi
ARA Corrective Action Status:

ARA Corrective Action Due Date:
Approval Date:

g

Qualified =

Internal Control =l
Approved j
e p—
[T,

Comments:
" Delete Submitted By: John Doe 10/24/2005
Comments:Mo Cost Allocation Plan
=
E

Approved =
0B/20/2005 e
0B/30/2005 | mmmorever

10/24/2005

CAP Corrective Action Status:
CAP Corrective Action Due Date;
Approval Date:

Comments:

[T Delete Submitted By: John Doe
Comments: Expenses Exceed Revenues

Tip: To return to the Business Function page, click the Business
Functions link located at the top of the page.
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Updating

Provider

Qua“flcatlons Principal Purchasing Agency: |DPH j
Qualification Status: |AF’;A and CAP j

Last Fiscal Year Reviewed: I2IJEI4

Date Qualification Status Last Updated: 110272005

Date of Next Required Qualification Review: W MDD

Comments:

[T Delete Submitted By: Cualifications Administrator 110272005
Comments: FY¥05 Review PS Required

Provider Qualification

=

[~

Follow theses steps to update, enter new data for Provider
Qualification information.

Step Action

1 Click the Principal Purchasing Agent drop-down box to
select the appropriate item from the list.

2 Click the Qualification Status drop-down box to select
the appropriate item from the list.

3 Enter the Last Fiscal Year Reviewed.
Tip: Usethisyear format (YYYY).

4 Enter Date of Next Required Qualification Review in
the textbox.

5 Type comments in the Comments box.

Note: When the Principal Purchasing Agent or Qualification Status
information is updated the PDM Contact and the Agencies that are
contracted with this provider will be notified by e-mail.
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Updating
Provider Corrective Measures Based on Independent CPA Audit Findings
Qualifications
(Continued)

Auditor's Opinion: IOuaIified j

Audit Resolution Agreement (ARA) Findings: IInternaI Contral j
ARA Corrective Action Status: |Apprwed j

ARA Corrective Action Due Date: IW DO
Approval Date: Im DO
Comments:

[T Delete Submitted By: John Doe 102442005

Comments Mo Cost Allocation Plan

=

e

Follow theses steps to update, enter new datafor Corrective
M easur es Based on I ndependent CPA Audit Findings information.

Step Action

1 Click the Auditor’s Opinion drop-down box to select the
appropriate item from the lit.

2 Click the Audit Resolution Agreement (ARA) Findings
drop-down box to select the appropriate item from the
list.

3 Click the ARA Corrective Action Status drop-down

box to select the appropriate item from the list.

4 Enter ARA Corrective Action Due Date in the textbox.

5 Enter Approval Date in the textbox.

6 Type comments in the Comments box.
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Updating

Provider CAP Corrective Action Status: |Appruved j

Qualifications CAP Corrective Action Due Date: mmmw

(Continued) Approval Date: mmmw
Comments:

[T Delete Submitted By: John Dog 10/24/2005
Comments: Expenses Exceed Revenues

=

=

Step Action

7 Click the CAP Corrective Action Status drop-down box
to select the appropriate item from the list.

8 Enter the CAP Corrective Action Due Datein the
textbox.

9 Enter CAP Approval Datein the textbox.

10 Type commentsin the CAP Comments box.
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Upda_‘ting Corrective Measures Based on Office of the State Auditor{OSA)
Provider
Qualifications Audit Resolution Agreement (ARA) Findings: Internal Cantral j
(Conti nued) ARA Corrective Action Status: Approved j
ARA Corrective Action Due Date: ID?#EE#EDDE WARTDA
Approval Date: ID?#SD#EDDE MRD O
Comments:
[T Delete Submitted By: John Doe 10/24/2005
Comments: §35,000 in Disallowed FProgram Costs
El
=
Follow theses steps to update, enter new datafor Corrective
M easur es Based on Office of the State Auditor (OSA) information.
Step Action
1 Click the Audit Resolution Agreement (ARA) Findings
drop-down box to select the appropriate item from the
list.
2 Click the ARA Corrective Action Status drop-down
box to select the appropriate item from the list.
3 Enter the Corrective Action Due Date in the textbox.
4 Enter the Approval Date in the textbox.
5 Type comments in the ARA Comments box.
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Upda_‘tmg Surplus Revenue Retention (SRR} Summany FYE: M/A,
Provider
if ; Liahility Based on Annual SRR 3% Limit: MN/A
QU&IITIC&UOHS Liahility Based on Cummulative SRR Policy 20% Rule: [N/A
(Continued)
Date of Agency/Provider Agreement: |1 222005  jaraooesery
Comments:
[T Delete Submitted By: John Doe 102442005
Comments: Service Agreement Dated 10/15/05
[—
[~
Follow theses steps to update, enter new data for Surplus Revenue
Retention Summary (SRR) information.
Step Action
1 Enter the Date of Agency/Provider Agreement inthe
textbox.
2 Type comments in the SRR Comments box.
General Comments Entered by EOHHS Provider Qualification Unit
Comments:
[T Delete Submitted By: John Doe 104242005
Comments: Werify Senices Provided by 08/30/06
[
[~
Type General Comments in the textbox.
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Updqtl ng Once the data is updated you can do one of the following:
Provider
Qualifications If you... Then...
(Continued)
Click theClear |The modified information is cleared out and the
button. fields are repopul ated back to the data that was
last saved.
Click the Delete | Any comments entered are set for deletion.
check box.
Click the Submit button.
Result: A Confirmation page appears.
Click Confirm to save all changes. Once this form is saved, it will
became immediately viewable in POM to all users.
| | I
Click the Confirm button. I:I
Result: The comments are removed from the
PDM database and you are redirected to the
Provider Qualification Detail page to view what
you have just deleted.
Click the Submit | A Confirmation page appears.
button.
Click Confirm to save all changes. Once this form is saved, it will
became immediately viewahble in POM to all users.
Click the Any data that has been entered is saved, updated
Confirm button. |and viewableinformation in PDM and you are
redirected to the Provider Qualification Detail
page to view the updated data.
Click the Cancel |You arereturned to the Update Provider
button. Qualification page.
Result: The changes display on the page. No data
has been saved and is not available at all to view.
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Chapter 8: Required Forms and Documents

Overview Both Provider and Agency users can use the view required forms and
documents on file.
Providers will now be able to submit required forms and documents
to EOHHS by using the PDM service.
This chapter contains the following topics:

e Accessing Required Forms and Documents page

e Viewing Information

e Available Forms and Documents

e Downloading Templates

Accessing the Use the View Required Forms and Documents page to see which

View Required
« forms and documents are on file.
Formsand
Documents You can access the View Required Forms and Documents page
Page from the Agency Business Functions page.
Click the Required Forms and Documents link under View
Information Summary.
Health and Human Services Mass./) =
October 14, 2005 [ consuners [[ provioers [ researeners [ covernent [
Mass.Gov Home b State Agencies » State Online Services
H Frovicier Data Management Test Organization
- w [ Provider Qualification Unit Business
: g—::rch tor 2 Bra.ler ®  View Information Summanry * Provider Qualification
- " General Infarmation Detail " Qualification Detail
H Help Desk and Training " EOHHS Services Taxonomy
- User Manusl " Provider Contract Summaty " gOther Business Services
- Ehds " Pinetrier GugIGAlinn *  Analyre Data about Mulliple Providers
©  POM How-to-Demos e ncEMEssUES) " Links {0 Related Information
- Job Aids " Required Forms and Documents :
’ f'_’ggg_f;”fgg;s View Information Summary: Summary information about a single EOHHES
Provider that can be viewed on a single page or click an the detail pages far mare
in depth information
Result: The View Required Forms and Documents page appears.
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Required The following is an example of the View Required Forms and

Forms and
Documents page.
Documents
Page Health and Human Services Mass. 7o Tt
Hovember 1, 2005 [ consumers [ provivers [[ researcners [ coverment [
b Mass.Gov Home + State Agencies State Online Services
H Frowider Data Management Business Functions> “iew Required Forms and Documents
= Links to Related Information
= Search far & Provider
Bt
Test Organization View Required Forms and Documents
| JUEREESS T TEE In arder to collect required form information, please download a word docurment required
* User Manual forrn, complete the form and upload the document. To download a template of a required
© Bigs forrn visit the Office of the State Comptroller's web site (OSC Forms) or click here.
*  PDM How-to-Demos
= Job Aids
.+ Phone Mumber The following forms must bhe d loaded pleted and uploaded
1-600-421-0936
View Required Forms to be Completed or Updated
To view all required form templates, click here
. Form Name Status Submitted
Screen Tlp Affirm Action]. doc) On File 10/17/2005
ADA Checklist {doc) On File 10/13/2005
. . Business Ref. (doc) On File 1041372005
View a specific form W9 Form (.doc) On File 10132005
on file by clicking the
M hnk fOI' the | hereby state under the pains and penalties of perjury that each of the forms listed above
Status iz complete, accurate, and up-to-date as of the date on which | signed this form.
The status of On File
Signature Date
means the forms were
uploaded to PDM. :
Full Mame Title
T
Viewing All uploaded forms can be viewed online; both the Commonwealth
I nfor mation Terms and Conditions and the Health and Human Services Terms

and Conditions only have available their status and the date of
submission. These fields are sourced from NewMMARS — CIW.

Function Action
To view the Review the Status column on View
information about a Required Forms and Documents page.
form unavailable
online
To view a form or Click the link next to the form or document
document available you want to review.
online
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Available
Formsand
Documents

Note: This page includes a signature section that will be used by
providers to confirm that all forms uploaded to PDM are up to date.
When specified in a Request for Response (RFR), this page can be
printed, signed, and submitted as part of the new RFR process. Refer
to RFR document for specific submittal requirements.

The following table lists the blank forms and documents that are

available to view and download from PDM.

Standard Forms and Documents

Availability on PDM

T & C form

Status and date only

ADA Checklist

View form/document

Affirmative Action Plan

View form/document

Business Reference Form

View form/document

CORI Policy

View form/document

Disaster Plan

View form/document

Disciplinary Policy

View form/document

Human Rights Policy

View form/document

Northern Ireland

View form/document

Personnel Policy

View form/document

Northern Ireland Notice And Certification

Web form/document

Personnel Policy

View form/document

Provider’s Training Policy

View form/document

Massachusetts Substitute W-9 Form

View form/document
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Downloading

Templates for most required forms and documents can be
Templates

downloaded from PDM Required Forms List page. Other templates
are available through links to pages at OSC and OSD websites.

Access the Required Forms list page by clicking the|here [link.

The following forms must be downloaded, completed and uploaded:

View Required Forms to he Completed or Updated
To view all required form termplates, click here.

Form Name Status Submitted
T&C Signed Cn File With 030 01401 22002
TAC/HSE Signed Cn File With 030 01401 22002
Affirm Action {.doc) Cn File 11012005
ADA Checklist [ doc) Cn File 1043172005
Business Ref [ doc) Cn File 05,1 972005
CORI Policy ( doc) Cn File 05/23,2005
I, Ireland { doc) Cn File Q907 2005
WS Fram (. pdf) Cn File 09:/058/,2005

The following is a sample of the Required Forms List page, from
which you can download most templates.

Business Functions » Required Forms List

List of Required Forms
Affirrnative Action Plan
A0A Checklist
Business Reference Form
Morthen Ireland Motice And Certification
Massachusetts Substitute W-9 Form

For Other Commonwealth Forms:
= Dperational Services Division (O50) Farms
w Office of the State Comptroller (050 Forms

Additional documents can be uploaded to provider data management that do not have a
standard format such as the CORI Policy, Human rights Palicy, etc. Please upload a word
docurment with the appropriate data to the application.

Back
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Following is a list of the templates available and the site from which

they can be downloaded.

Template Download from....
Affirmative Action Plan PDM
ADA Checklist PDM
Business Reference Form PDM
Northern Ireland Notice and Certification | PDM
Massachusetts Substitute W-9 PDM
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Follow these steps to download a template.

Step Action

1 Click the name of the required form.

Result: A dialog box appears, asking whether you want
to Open or Save the file.

File Download x|

looks suspicious, or you do not fully tuzt the zource, do not open or

@ Some files can harm your computer. [F the file infarmation below
zave thig file,

File name: busretfm.doc
File tupe:  Microzoft ‘wWord Document
From: ehs-dev-bos-001

YWwiould you like to open the file or zave it to your computer?

Open | Save I Cancel More Info

¥ Always ask before opening this twpe of file

2 Click Save.
Result: A Save As...dialog box appears.

2|

Save in: I@ Provider D ata Management j - & B

File name: tll_l:E:[Ef"I’l'l_ljljl: j Save I
Save as type: IMicrosoft ‘whord Document j Cancel /l
A
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Step Action
3 Type the file name and navigate to the location where
you want the file. Click Save.
Result: After a moment, a Download Complete dialog
box appears.
Download complete = o ]
b
e Download Complete
Saved:
buzreffr.doc from ehz-dew-boz-001
AN NN NEEEEEENENENNEENEEEEERN
Downloaded: M.0KB in1 sec
Diownload bo: C:\Documents and Setti... \buzreffrm. doc
Transfer rate: 11.0KB/Sec
[T Close this dislog box when download completes
Open Open Folder | Cloze I
4 Click Close to close the Download dialog box.
Result: The file has been saved onto your computer.
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Chapter 9: PDM Glossary of Terms

Introduction As part of the implementation of PDM, some terminology related to

your work is changing.

Refer to the list of topics below to review the information that will be
included in PDM’s Glossary of Terms.

e Definitions

e Appendix
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Definitions

I ntroduction The following table lists PDM related terms with their definitions.

Definitions

Term Definition

ADA Checklist |The Americans with Disabilities Act (ADA)
prohibits state and local governments from
discriminating on the basis of disability in
contracting for commodities and services.

Affirmative An affirmative action plan identifies the bidder’s
Action Plan commitment to non-discrimination in
employment and to procure commodities,
services and supplies from certified minority and
women-owned business enterprises, businesses
owned by individuals with disabilities and
businesses owned and controlled by socially or
economically disadvantaged individuals. The
Affirmative Action requirement is usually
addressed through procedures established and
required by the various secretariats.

Agency Staff for | Executive Office of Health and Human Services
Purchase of (EOHHS) agencies maintain individual

Service (POS) |departments, divisions or bureaus that are
responsible for managing purchase of service
providers and, in some cases, the programs that
the providers deliver to consumers.

Commonwealth | The repository of NewMMARS (the state
Information accounting system) financial and accounting
Warehouse information stored in a MS SQL Server database
(CIW) Database |that is managed by the Information Technology
Division (ITD).
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Term

Definition

CIW Reporting

The PDM application requires data from the
Commonwealth Information Warehouse (CIW).
The Provider Data Management technical team
will implement a series of views off the tables
from CIW to handle some of the business rules
around reporting and data presentation.

Enterprise
Reporting
Service

The Health and Human Services (HHS) standard
reporting tool, which enables Agency Staff to
perform a range of reporting functions from
running simple reports to complicated ad hoc
queries. Agency staff will have access to the
Enterprise Service through the web. It will not
be necessary to download or install any new
software.

Commonwealth
Information
Warehouse
(CIW)

The Information Technology Division (ITD)
under the Executive Office for Administration
and Finance maintains a Commonwealth
Information Warehouse that extracts data from
NewMMARS (the state accounting system) and
loads the data into a warehouse that is accessible
by Microsoft Access clients. It is also a data feed
to PDM.

Commonwealth
Terms and
Conditions

Documents, jointly issued by Executive Office of
Administration and Finance (ANF), Operational
Services Division (OSD) and Office of the State
Comptroller (CTR), that must be executed by all
Contractors that enter into Contracts with the
State.

Consumer

A consumer is defined as a person who uses or
wishes to use health and human services
provided by any one of the EHS agencies.
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Term

Definition

Contact
Management

There are two types of contacts in the PDM
application, agency contacts, and POS Provider
contacts. Also included in the contact
management component of PDM is the tracking
of addresses for the POS Providers as they relate
to the Provider’s various sites in the
commonwealth.

Contract Report
by Agency and
POS Provider

Contract report that prompts the user to select
one or more Health and Human Service agencies
and then view all of the vendors that are
contracted to provider services. The report
contains activity/program detail information as
well as financial measures. The data is sourced
from CIW using the M PR ENCUMBRANCES
table and updated weekly.

Contract Report
by Agency and
Program

Contract report that prompts the user to select
one or more Health and Human Service agencies
and then view all of the program and activities
and see which vendors are contracted by
programs. The data for the report is sourced from
the CIW table M_PR_ ENCUMBRANCES.

Contract
Standard Reports

The contract reporting standard reports are based
on data sourced from a CIW table called
M_PR_ENCUMBRANCES (referred to in this
document as the encumbrances table). The
encumbrances table contains information across
all Commonwealth agencies and measures not
just encumbrances, but the dollars left in a
contract as well as the total contract amount.

CORI Policy

Criminal Offender Record Information Policy

Disaster Plans

An uploadable file to PDM.

Disciplinary
Policy

An uploadable file to PDM.
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Term Definition

EOHHS Agency | EOHHS Agency maintains individual
departments, divisions, or bureaus that are
responsible for managing purchase of service
providers and, in some cases, the programs that
the providers deliver to consumers. EOHHS
agencies are recognized by a three letter code that
is used in the state accounting system.

EOHHS Data Maintained by EOHHS, enterprise-wide data
Warehouse warehouse to serve as the single repository for
centralized agency health and human service
information.

EOHHS PDM | This unit will answer inquiries, troubleshoot
Help Desk problems, and provide navigational advice/
instructions to new and current users.

ETL Service The data warehouse uses Informatica as its
Extract, Transform and Load (ETL) tool. The
PDM application requires the ETL warehouse
service to populate CIW and UFR tables on a
weekly basis. The service in the EHS Data
warehouse used to extract data from external
source systems and load the data into the PDM

database.

Financial A common set of measures to be used to help
Assessment determine the financial stability of a provider.
Measures Refer to the Appendix section in this chapter.
Financial This report provides the user with the opportunity
Assessment to compare financial assessment measures for
Measures — POS |selected Purchase of Service (POS) Providers.
Provider
Comparison
Report
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Term Definition

HHS Provider | A member of the EOHHS Provider Qualification

Qualification staff responsible for maintaining POS Provider

Unit qualification data on the PDM system, updating a
Provider’s qualification status and entering in
comments about a provider.

Human Rights | An uploadable file to PDM.

Policy

Mission A mission statement should accurately explain

Statement why the organization exists and what it hopes to
achieve in the future. It articulates the
organization’s essential nature, its values and its
work.

NewMMARS | The New Massachusetts Management
Accounting and Reporting System
(NewMMARS) is a centralized, financial
database system specifically designed to support
the financial functions performed by the
Commonwealth.

Office of the The Office of the State Comptroller (CTR) is an

State independent agency within the Executive Branch.

Comptroller CTR's mission is to work with Commonwealth

fiscal officers in 157 Departments to ensure the
integrity, accountability and efficiency of the
Commonwealth's fiscal operations, communicate
accurate and timely financial information to
decision makers within the Executive, Legislative
and Judicial branches, the financial community as
well as the general public, and provide leadership
and professional guidance in areas of fiscal
policy within the Commonwealth and nationally.
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Term Definition

PDM Database | The repository for POS Provider information
collected online and through extract, transform,
and load (ETL) procedures executed against
other database systems.

PDM Detail The PDM Detail pages contain the lowest level
Pages of detail information about a specific subject area
of data for a provider. The detail pages will
maintain a common header with the provider’s
name and the name of the detail page. When the
user is a provider, the provider will see links to
update pages that will enable them to update the
data.

PDM Login This describes the login process, initiated by the
Page provider, the agency, or the POS Provider.

PDM Search The PDM search page is only available to agency
Page staff and the Provider Qualification Unit. This
page enables the user to search for information
about a specific provider or to click on a link to
the Enterprise business service for comparing
information about multiple providers. The search
page gives the user three options to search, either
by Provider first initial, by FEIN or by provider
name. The results of the search are rendered on
the page. The search functionality allows agency
staff to access the corporate information page for
a POS Provider.

PDM Services |This details the view process for services
Provided Page |provided by the POS Provider for agency staff.
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Term Definition

PDM Summary |The PDM summary page is designed to render

Page information about the provider in a summary
format that enables a quick view about the
provider with an ability to drill into detail
information by clicking on the Go to Detalils...
links.

PDM Update PDM allows the POS Provider to upload files for

Required required documents and forms.

Documents and

PDM View This details the view process for the provider’s

Agency Business
Services Page

business services.

PDM View
Contracts Detail
Page

This details the view process for Provider
Contracts Detail information for agency staff.

PDM View This details the view process for Provider
General General information for agency staff.
Information

Page

PDM View POS |This details the view process for Provider
Provider Contracts Detail information.

Contracts Detail
Page

PDM View POS | This details the view process for Provider
Provider General | General information.

Information

Page

PDM View POS |This details the view process for Provider
Provider Qualifications information. Includes the results of
Qualification financial assessment measures, review status,
Page general comments and related information. Data

from the Uniform Financial Report (UFR) will be
pulled in order to populate the assessment
measure calculations.
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Term Definition
Provider A process in which a HHS Provider must receive
Qualification an annual review of their financial status in order

to contract with an EOHHS Agency.

Provider The POS Providers are prompted to provide
Responses some basic information about their business.

This section will eventually expand, but for the
first release there are a few core questions that
the Provider is required to answer. The providers
will have the ability to save their answers to the
questions before submitting them to the system
for agency staff to see.

Provider A non-required component for the POS Provider
Services to enter on the PDM application are descriptions
of the services the provider provides to the
Commonwealth and services the provider can
provide but does not provide to the
Commonwealth.
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Term

Definition

Reporting

The reporting on multiple providers for the PDM
application is delivered using the Enterprise
Reporting Service. This functionality is only
available to agency staff and users accessing the
system within the state network, MAGNET. The
reporting requirements can be divided into two
categories: standard reports and ad hoc reports.
The standard reports are rendered using
Enterprise ReportNet and the ad hoc reports are
delivered using Enterprise PowerPlay Cubes. The
first release of the PDM application will contain
a small subset of standard reports that reference
data for both Contract Encumbrances and UFR
Assessment Measures. In the future the
application will also include a standard report for
comparing demographic information about two
providers. The first release will also include two
data cubes with information on Contract
Encumbrances and Assessment Measures. This
section merges both technical and business
requirements in order to be as complete in
defining the look and behavior of the reports as
well as the definition of the data elements.
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Term Definition

Required Forms |The Required Forms and Documents of the

and Documents |Provider Data Management system, previously
known as the Standard Forms Section in the
vision document, has changed a number of times
based on specific legal constraints. For Release
1.0 of the PDM system the application will allow
providers to upload some required documents
and forms, but will not support the use of web
forms to capture information on the form and
store it as separate fields in a database.

Secretary of Agency, that is responsible for providing links to
State’s Office existing public documents in PDF format. These
(Corporations documents are provider specific and contain a
Division) corporation's identity history, Annual Report and
other organizational information used to evaluate
an organization’s background and corporate
filings.

The POS Services Taxonomy groups all
programs into three hierarchical levels and
supports joint purchasing and standard reporting.
The overall EOHHS Taxonomy forms the basis
for an enterprise-wide chart of accounts, as well
as reporting hierarchies in the new EOHHS data
warehouse.

. The State Auditor’s Office (SAO) is responsible

State Auditors A .
for providing links to audit results and

Office . . .
recommendations for a provider when applicable.
These audit reports are intended to assist program
administrators by identifying areas where
accounting and administrative controls, program
results, and efficiency can be improved.

Taxonomy
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Human Services

Term Definition

Terms and Documents, jointly issued by ANF, OSD and

Conditions CTR, that must be executed by all Contractors
that enter into Contracts with the State. This
field is extracted from NewMMARS — CIW.

Terms and This Commonwealth Terms and Conditions for

Conditions for |Health and Human Services form is jointly issued

Health and by the Executive Office for Administration and

Finance (ANF), the Office of the Comptroller
(CTR) and the Operational Services
Division/Division of Purchased Services (OSD),
for use by Commonwealth of Massachusetts
(“State”) Departments and Contractor
organizations that contract to provide Health and
Human Services to Commonwealth clients. This
field is extracted from NewMMARS — CIW.

TIN/FEIN

Tax identification number / federal tax
identification number is a nine-digit number (for
example, 12-3456789) assigned to sole
proprietors, corporations, partnerships, estates,
trusts, and other entities for tax filing and
reporting purposes.

Uniform
Financial Report

The Uniform Financial Statements and
Independent Auditor's Report (UFR) is the set of
financial statements and schedules required of
health and human service organizations who
deliver services to the Commonwealth's
vulnerable consumers via contracts with state
departments.

Security Service

Update This function allows POS Providers to update

Taxonomy services not currently provided to the
Commonwealth.

VG Shared The shared security service developed and

implemented in the Virtual Gateway.
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Appendix

I ntroduction

The Appendix contains the following information:

e Acronyms list

e Assessment Measures terms and definitions

Acronyms
Acronym Name
ANF Executive Office of Administration and Finance
CHE Chelsea Soldiers’ Home
CIW Commonwealth Information Warehouse
DMH Department of Mental Health
DMR Department of Mental Retardation
DPH Department of Public Health
DSS Department of Social Services
DTA Department of Transitional Assistance
DYS Department of Youth Services
EHS/EOHHS | Executive Office of Health and Human Services
ELD Elder Affairs
HCF Health Care Finance and Policy
HLY Holyoke Soldiers’ Home
ITD Information Technical Division
Acronym Name
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MCB Massachusetts Commission for the Blind

MCDHH Massachusetts Commission for the Deaf and Hard of
Hearing

MRC Massachusetts Rehabilitation Commission

NewMMARS | New Massachusetts Management Accounting and
Reporting System

PDM Provider Data Management

POS Purchase of Service

PPA Principal Purchasing Agency

PQ&A Provider Qualification and Audit Unit

ORI Office of Refugees and Immigrants

OSC Office of State Comptroller

OSD Operational Services Division

SAO State Auditor’s Office

SRR Surplus Revenue Retention Summary

UFR Uniform Financial Report

VET Veterans’ Affairs
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Financial
Assessment
M easures
Term Definition
UFR A number of agency staff members collaborated to
Financial develop a common set of measures that are going to be
Measures used to determine the financial stability of the provider.
Current This ratio is one of the most widely used financial
Ratio measures of a company’s liquidity, in other words, the

organization pays its current liabilities.

Generally the higher the ratio the greater the “cushion”
between current obligations and the company’s ability
to pay for them.

Formula: Total Current Assets (Line 11, SOP or BS) /
Total Current Liabilities (Line 26, SOP or BS)

Days in Cash | Expressed as the number of days that operating cash
can be met with available cash and investments. And
values above median are favorable.

Formula: (Cash & Cash Equivalents (Line 1, SOA) *
365) / (Total Expenses & Losses (Line 19, SOA) less
depreciation (Line 7, SFE)

Days in Formula: (Current Assets (Line 1, SOP) less Current
Working liabilities (Line 26, SOP)) * 365 / (Total Expenses
Capital (Linel7, SOA) less depreciation (Line 7, SFE)

Days in Formula: (Current Liab. Less Deferred Rev. (Line 26,
Payables SOP) *365) / Total Expenses & Losses (Line 19, SOA)

less depreciation (Line 7, SFE)
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Term Definition
Long-Term Formula: Long-Term Notes & Mortgage Payable (Line
Debt to Net 27, SOP) / Total Net Assets (Line 34, SOP)
Assets
Days in Formula: (Cash Net Accounts Receivable, Program
Receivable Services (Line 4, SOP) * 365) / Program Service Fees

(Line 4, SOA)

Total Margin Formula: (Total Revenue, Gains, & Other Support (Line
13) less Total Expenses & Losses (Line 19, SOA)) /
Total Revenue, Gains and Other Support (Line 13, SOA)

Operating Formula: (Total Revenue, Gains, and Other Support
Margin (Line 13) less Total Expenses (Line 17, SOA) / Total
Revenue, Gains and Other Support (Line 13, SOA)

Operating Cash | Formula: Cash Flow from Operations (Line 14, Cash
Flow to Current | Flow Statement) / Total Current Liabilities (Line 26,

Liabilities SOP)
SOP Statement of Financial Position also called the Balance
Sheet
SOA Statement of Activities
SCF Statement of Cash Flow
SFE Statement of Functional Expenses
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